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Introduction

This WebBGAS navigation manual is a brief reference document designed to assist SAMHSA Block
Grant users to navigate the web-based system. This document is organized into sections for key
system functions. It provides step-by-step guidance for using these functions, including reviewing
and approving an application.

Screenshots from the website are included to facilitate your understanding of the application
process. Important areas are highlighted and helpful tips are included throughout the manual. If you
experience other issues not covered in this system navigation manual, please contact the WebBGAS
Help Desk at BGASHelpDesk@samhsa.hhs.gov or 888-301-2427.

| ‘-‘ \ WEBBGAS BGAS ¥ || Go | Walcome back, Mim! | Help | Log out
' 4

5

wwm-w Print Queue | Reports | State Profile | Support | User Management | Admin

Existing Applications Print Dashboard || Legend Available Block Grants: [ 2019 SAEG Application
Application Dashboard 2019 SABG Behavioral
Health Assessment and 2019 SABG Behavioral Health Report
Flan
Timeframes of Application [
Submission pisbia CsAT csAP CSAT csap
Create Application Plan Status Plan Report ASR SPO TL SPO TL SPO TL 5PO TL Synar Director Granis
Srate Profile Regian 1 - Bastan
Connecticut Plan * Report Synar not created Detail
Documentztion Log
Massachusetts Plan ® Rzpart @ | smarnctoreazd | Detail
Maine Blan [ ] fspor Synar 0 0 v v | v | v Detail
Mew Hampshire Plan Reportnotcreztzd | @ | Synarnotcrearsd | | 4 v | v Detail
Rhode Island Plan * Report Synar 6 0 o [ v v v | v v v]| v v v Detail
Vermont Dlan @ | Repomnorcreazd | Synar 1 v Detail

* Combined Behavioral Haalth Plan

2019 SABG Behavioral

Health Assessment and 2019 SABG Behavioral Health Report
Plan
"""l":;_:.:w csaT csap CcsAT csAP
Report Status Synar Status Plan Report ASR SPO TL SPO TL SP0 TL SPO TL Synar Director Gramis
n fr—

New Jersey Plan * ® Repert ® Synar 0 0 v Detail
New York Plan [ ] Fepar: ® Synar 0 0 v Detail
Puerta Rico Plan* ® Rzpart ® | smarnotcrzted | Detail
VirginIslands | Plannotcreated | )| Reportnotcrestzd | @) | Synarnotcrssted | @) Detail

* Combined Behavioral Health Plan

2019 SABG Behavioral

Health Assessment and 2019 SABG Behavioral Health Report
Plan
Number of Open
= CSAT CSAP CSAT CSAP
Synar Status Plan Report ASR SPO TL SPO TL SPO TL SPO TL Synar Director Grants

Rogian 3 . Phiadalghia
District of Calumbia Blzn ® Aepart @ srmarnorcreaed | @ Detail
Delaware Pzn: | | @| Reportnoterestsd || Synarnotcrested () Detail
Maryland Sant | | @ Report @ srernorcsaed | @ Detail
Pennsylvania Blan @ | Reportnotcreatzd | @[ Synarnotcreated @ Detail
Virginia Sant | | @ Report ® Synar 0 v Detail
West Virginia tan: | | @ Repart 9 Synar 0 v Detail
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Accessmg WebBGAS

Each time you access WebBGAS at https://bgas.samhsa.gov, you will need to log in with

your username and password as shown below.

For your very first login to WebBGAS, you should use the username and temporary
password that were provided to you by WebBGAS via secure email exchange.

G 1=E00S

¢ Assstance in Tramition fom Homelessness Grants

WebBGAS

WARNING: UNAUTHORIZED ACCESS

Unauthorized access to this United States C System and soft is prohibited by Title 18
United States Code, Section 1030, fraud and related activity in connection with computers.

WARNING: COMPUTER USAGE

The Standards of Ethical Cofu_iu " you have rorgonen your rmit the
use of government property, ind

username or password, click these
WARNING: SENSITIVE INF{ links and your username and/or a
Do not file sensitive information| temporary pﬂssword wl" be sentto that

— Forgot Password? | Forgot Username?

allows unauthorized persons to yCIl.I!’ email address. AL laws.

e
WARNING: RETENTION OF RECORDS

Documents that you create electronically, including electronic mail, may be governed by the Federal Records
Act (Title 44 United States Code 3314) just as hard- FEopy records can be, Do not demo:y electronic records that
are subject to the Act except p to an app d records d

FUNDING REQUESTS: If you are seeking indrvidual behavioral health services or funding for your organization, please contact your local state health agency for sssistance.

Copyright © 2011 SAMHSA All rights reserved

Privacy | Disclaimer | FOLA | SPO List | State Contact List <
Help Desk Number: 1-883-301-BGAS(2427) | Help Desk Email: BGASHelpDesk@samhsa hhs.gov X
Website: v8.3.0.0, 7/15/2015 3:32 PM; Database: BGASUATDBO01 BGASUAT, v08.03.00

Adobe™ PDF and M5 Office™ files require viewer
read them. Click here to download these FREE programs now.

programs to properly

A\

th & Human Se

Please login below:

Username: I |

Password: [ |

| Login

How to obtain a new user account.

Need Assistance?

Hf you need any help with the use of this application, you can

Email Us, enter a support ticket from our Help Desk Page or
contact our support desk at the number below.

Contact us Now at: 1-888-301-BGAS(2427)

Sutatance Abuse and Menta Heath Services Aomesstration
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Change Temporary Password

After your initial login, you will be automatically directed to the web page shown below.
WebBGAS requires that you change your temporary password to a more secure password of
your choosing. To do so, you must enter your temporary password in the box labeled “Current
Password” followed by a password of your choosing in the boxes labeled “New Password” and
“Confirm Password” as shown below.

GO ER0l0 .

Profile

Welcome back, Brendan! | Help | Log out
Click the logo to
bs | Existing Applications L] User Management

Welcome Page.

Print Queue | State Profile l Reports.

Change Password Tips

Change Password [Tips text coming soon.]

Current Password:
New Password:
Lontirm Password: [ |
Users are required to
[sve ][ cancel ] change their password
following an initial login.

Preferences

Copyright © 2011 SAMHSA All rights reserved / wvws s veparmentst QA MHSA

Privacy | Disclaimer | FOIA | SPO List | State Contact List C st & Hartran Serices

Help Desk Number: 1-888-301-BGAS(2427) | Help Desk Email: BGASHelpDesk@samhsa.hhs.gov P SRR P e L A SN R
Website: v8.3.0.0, 7/15/2015 3:32 PM; Database: BGASUATDBOOL.BGASUAT, w08.03.00

Adobe™ PDF and MS Office™ f d files require soff viewer prog to properly
read them. Click here to d load these FREE prog now.

Your new password must be at least eight characters in length and must contain at least three of the
following four requirements:

= An upper-case letter

= A number

= Alower case letter

= Aspecial character (e.g., #, @, S, &)

You may not reuse your three most recent passwords. Once you enter your new password, click
the “Save” button. If your password is valid and meets the requirements, the system will
acknowledge that your password has been changed.

Following this acknowledgement, click on the WebBGAS logo in the upper left corner. By
clicking this logo, you will be directed to the system’s Welcome Page where you can begin the
application process and fully access the system.

HHS Security Policy dictates that you do not share
your login credentials, or use anyone else’s login
credentials, to access the WebBGAS system.
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The WebBGAS Application Dashboard
The WebBGAS Window Shade

After you have changed your password, every time that you login to the system, you will be
directed to the WebBGAS Application Dashboard. You will first see the yellow section that is
called the Window Shade.

The Window Shade (shown below) provides users with important alerts about any important
issues or activities within WebBGAS. For instance, it provides information about deadlines,
system updates, scheduled system maintenance, and more. You must close the Window Shade
to see the full Application Dashboard.

Important

FY 2019 MHBG, SABG and Synar Report Opening Date

FY 2019 MHBG and SABG Plan Receipt Date Notification

Tabs

Regularly scheduled system maintenance
Dus 10 scheduled system mainterance, on the 3rd Saturday of each month, between the howrs of 6am and 11am Eastemn Time, 200855 10 WebBGAS will be unavadable.

This window is used to alert users to any important
issues or activities within the Block Grant Application or

WebBGAS itself. Users must close the window to advance.
Click anywhere on the window to close it.

The Application Dashboard provides SAMHSA users with the status of each State’s application and
substance abuse report. The image below shows the status of a 2016 SABG application.

vt ] D e

Use the drop-down list to

select another year or a
different grant
= [® @ - @] | —
|- [ ] L ] || L] L | v | ieted |
| @ ® v et
3 (I 1
+ | @ L | et
20E 0 | | et

The States are
grouped into
Regions

g | Vs

Each Row is a
State
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Application Dashboard: Basics

= Note that each row is a State
= States are grouped into Regions

= You can use to the drop-down list to select a different year or grant

Application Dashboard

bt Dot | e

...‘=-... ) RN PRI I F—

Use the drop-down list to

select another year or a
different grant

Each Rowis a
State

) Ok o] | ! | —
0 o ~ o« [+ [] [ I e
D © o [ [+] ] ! v | et
|® - @] o | T[] | B s | e I ED
OE : | @ @ | | | I st |
30 Jolveme O T T T T T T T TT T T o]

o o| o ] ]«|.f[.v.f¢ﬁ.f .f].fi.r].r 4].f|--|

e ] wrns (] wes | e | | | | | | Dwtad
[— went | @ ™ wet | @] | T | = | | oetaa |
— e - — L o = +- .- g - g m— — = -+ 4
: @] - |® el | | ! | | -t |
- A et ke ' A ' ' = . ! 1 8 A A A J
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Application Status

At the Application Dashboard, please note that:

= The “Plan” button will display after the application has been created.

= Clicking the “Plan” button will open the Plan Overview.

= The “Report” button will display after the application has been crated.

= Clicking the “Report” button will open the Report Overview.

Wy

Print Dashboard || Legend

2019 SABG Behavioral
Health Avsessment and

pons o o sttt e o st

Available Biock Grants: | 2019 SABG Appiication hd Go

2019 SABG Behavioral Health Report

Plan

Number of Open

CSAT CSAP CSAP
Revisions

fomde Plan Report ASR PO 11 PO | SPO TL PO TL Synar Director Grants
The “Plan” button displays
L becticut Fan [ ] Report ®| 51 " " Detail
once the application is The “Report” button
created. Clicking the P fo0 | |@| (e |@| | displays once the Detai
button will open the Plan | Pian o secor | d=mg@r=—] application is created. Detail
Overview. mpshire #an @ | Recortrotoreates | Clicking the button will Detail
open the Report Overview.
Rhode Istand Pan* @ | Reportroterestes | @] S P P Detail
1 1 1 1 1
Vermont #ian not created | @) | Reportrotcreates || Symar not created |.l | | | Detail
* Combined Benavioral Heath Plan
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= Asshown on the previous page, the “Plan” button displays once the application has been
created and clicking it opens the Plan Overview.

= As shown on the previous page, the “Report” button displays once the application has been
created and clicking it opens the Report Overview.

= Note that the application status of each State or Jurisdiction is displayed in the “2018 SABG

Application Dashboard: Plans and Reports

Behavioral Health Assessment and Plan” column.
= Similarly, the Behavioral Health Report status of every State or Jurisdiction is displayed in the
“2018 SABG Behavioral Health Report” column.

Application Dashboard e 018
0 PO D D
Region 3 - Prladelohia
Pan Report Synar | o 6 ' FArArald FAr4AraraE v Detail
H| The “Plan” button
displays once the Pian * Repart &) Syrar ®| o 13 ofll v | vV v Detail
'l application is - = -
| created. Clicking Bt . fieport 5 Syl w| ° 0 ollv |V IV IVRY VIV |V YV v Detail
the button will Pan Report ® Synar ®| 9 ol v |V v Detail
H open the Plan -
Overview. Pan* ; Report & Syrar & 7 5 0 vIiVIVIVEVY VIV IV V v Detail
West Virginia pan+ 1] 4 report | | ¢ s | @] o | o |ollv|v|v|vRv/Iv]vIv]v] v ) Detai
Combined Behavioral Heatth Plan
The “Report” button — 8
displays once the =11 The application status of The Behavioral Health
application is created. every State/Jurisdiction is Report status of every
Clicking the button will . p Repo displayed here. PO State/lurisdiction is D
open the Report displayed here
oo Overview.
woma | [ | TOT T TOT ] [O]5 |« [o[v[v][vIvIvIvIVIVIV] v [ | o |
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To view the Application Dashboard Legend, click the “Legend” button in the upper left corner of the
page. The Legend (shown below) highlights the main parts of the Application Dashboard.

Application Dashboard Legend

3 B

Reports | State Profile | Support

i Application Dashboard S

Print Dashiboard

User Management |

Avaable Biock Grarts: 2019 SABG Appiication v Go
Application Dashboard 2013 SABG Bchavioral

Health Assessment and 2019 SABG Behavioral Health Report
For details regarding the Lo

Number of Open

SABG Dashboard click the aviions CSAT s, csap

Timeframes of Application
Submission

“Legend” button” Report Status Synas Status Plan  Report ASR  5PO SPO SPO E Synar  Director  Grants

Regean 1 - Boston
Connecticut Pan * [ ] Aegort @ | srarrotcetes | @ o Detail
Mastachusetts Pan ® Report [ Synar o o v Detail
Masne Pan [ ] Report [ ] Synar [ v Detail
New Hampshire an @ | Reportrotcrestes [ Symar [ ] ] Detail
Rhoge Island Fan * @ | Repertrotcrentec | @ Syrarrotorestes (@ Detail
Vermont Plannotcreated | @ | Reportrotcrestec | @ Symarnotcrestes | @) Detail

* Combined Behavioral Heath Pian

Application Dashboard Legend: Plans and Stoplights

= C(Clicking on the State takes you to the application listing.

= Clicking on the “Plan” button brings you to the application.

= The Yellow Stoplight means at least one approval has been completed.

= The Red Stoplight means no approvals have been completed.

= A Green Stoplight means that all approvals have been completed.

= A number inthe column means there is an active revision request.

= C(Clicking “Detail” provides a listing of Approval Names and Dates for that State.

U7

Appla ateon Danhicard. v-v!uxa|ﬂxw‘.t 3t Profis | Support | User Management lamr|

Exrstng Applications Brint Cashboard || Ligend | LR
feramn b= clicking on the State
Timeirames of e Name will take you to the Stoplight means at
Submission application listin, "
o i il £ least one approval has Green Stoplight means all
been completed = approvals have been v - -
State Profile nagil]1 - sesasn / completed
Connecticut an o { Ragert [ ] o e (@ 0 | | | | | Detail
L
| — — I
Massachusetts 5 == — oT o o oy — - ol
= = = clicking on “Detail”
3 L Ragert Srar 0 . . D
If an application has been | Pt e port o - o pwwde: a listing ofd pr Deuil
created clicking n the e | (@ 5 ® Syea aQ Ali'li'"""f*‘:’ N::WS an Detsi
button will take youto ... P ME s | @] srencionns | @ Dates for that State et
that application SN N — 1
- Plan -c::cm:j'. Rapertrczerested | (@) | Symar net creates q A ber in the column I | [ I | Detail
— means there is an active
Red Stoplight means no

revision request
approvals have been 2019 SABG Bebwvioral Health Report
completed ey

T 1
R fe osap C5A] CsAP

Flan Report ASR SPO TL SPO TL SPO T SPO TL Symar Diector Grants

Ragion 3 . N
Horw Jersey Fun L Rapont L nar LI 0 LI A I (VA I A A A A v v Detail
MNew York Pannczcresnd | | Repomnctcreced | @) | Smarnczonased | @ Detail
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The Menu Bar

A key feature of the WebBGAS Application Dashboard is the “Menu Bar. The Menu Bar (shown
below) helps you navigate WebBGAS. It remains visible on every page no matter where you are
in the system. At any point in the application process, the menu bar allows you to:

= View news or updates (The “News” tab)
= View the application dashboard (The “Application Dashboard” tab)
Check the status of printed documents (The “Print Queue” tab)
= View, run, or request a report (The “Reports” tab)
View the State Contact List (The “State Profile” tab)
= Request support through the Help Desk or access online training materials (The “Support” tab)
= Change your user settings such as password or email address (The “User Management” tab)
The manual describes key features in more detail in subsequent sections.

2019 SABG Behavioral
Health Asvsevument and. 2019 SABG Behav wal Health Report
Plan

CSAT CSAP CSAT
Menu Bar
PO n 0 n 0 mn Grants

e |~
Conmectiout Pan [ ] apo @ 5 wtec | o Detad
H Massachesetis Fan L ] gpon @ ¥ I ] v Detad
Maine #an [ ] “epent o > o v Detat
New Hampshire Pan [ ] [ ] o Detad
Rhode liland [ I o | @] & Detad
Vermont Pacroteeres || Reconrctonnne | @] S Detait

* Combined Beravioral Hestn Pan
2019 SABG Behavioral
Health Assevument and 2019 SABG Behavioral Health Report

Numbes of Open

CSAT AP
Revroms.
Report States Plan Report ASR SPO TL SPO TL SPO TL SPO  TL Symar Direclor  Granks

Ragiom 1 . Poew Vork

Mew Jersey Puan Beport & Syrar € o o (] v I I I I vy o ¥ Detad

New York Punroteestes || Resotrctoeses || Srerrotcestes | Detaid

Puerto Rico Fan rot cestes | ) Report @ | srerctomes (@ Detad
Vingen Islands punrotoetes || Recortretcmane (@] S stoeies | Detadl

* Combres Beraviory Heatn Pan
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The State Profile Page

You have two options to access the State Profile Page.

1. Select the “State Profile” tab on the left navigation pane

2. Select the “State Profile” button on the menu bar

There are two ways to access the “State
Profile” from the Application Dashboard

2019 SABG Behavioral

Health Assesament and 2) click “state Profile” on
S the menu bar

N ey of Open
_— CSAT csap

Rrwraom

Synar Statun Plan Repot ASR SPO TL 0O T SO 0 Syna  Diwector  Grants

the left navigation pane
Connectiut Pan @ Repcet @ srvrconn: | @ [ Detad
Mastachusetts Fan L ] Report L ] 2 ®| o ] v Detail
Maine s [ ] Zepent [ ] Syma <] o v Detad
New Hampshire e @ | feootrctoeses | @ Sy ) ] Detad
fihode Iitand P @ | fectrctoenes | @] Se wea | @ Detad
Vermont panroteeates (@] Resertnotemtes | @] Srarectontes | Detai

2019 SADG Behavioral
Health Asuesument and 7019 SABG Behavioral Health Report
Plan

CEAP

Rrport SLatus Synas States 0 0 Synas  Dicector  Geants

New Jersey P ® - ® = ®| ¢ o Cnl ol 7 W] B2l B ] (2l Bl (7 ¥ v o Detat
New York ceatec || fese estec (]| % e | Detad
Puerto Rico pun rotcestes | @) ep0 @ oo | @ Detad
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State Profile Page Sections
The State Profile Page consists of three parts:

= The State Agency Page
=  The SAMHSA Contacts Page
= The Third Party Administrator Page

To access these pages, use the hyperlinks in the left navigation pane as shown below.

The State Agency page can be assessed
by clicking here

|“‘me|hkm|«mmwlww ]

Seecm o due | Alseama

assessed by clicking here

‘Website URL:

The SAMHSA Contacts page can be —I S Comtut Ut
Agency

The Third Party Administrator page can

be assessed by clicking here s
Fhysical Addeess

DUNS #. DUNS #:
DUNS # Expiration Date: | e DUNS # Expiration Date:
Contacts
Single State Awthority (S5A) | Bdie | SMH Commissioner
SABG Coordinator | Bae | Alzernate Contact
Fiscal Contact Ea | Frimary MHEG Fiscal Contact

PATH State Agency
Website URL:

Mailing Address:
Phoysical Address:

DUNS #:
™ DUNS # Expiration Date:
Lo

[e=] Autharized PATH Representative |

| e Alremate PATH Coordinator Bk |
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The State Agency Page

The State Agency Page contains:

= Addresses and DUNS numbers for the agencies receiving block grant funding

= Contact information for key personnel affiliated with the State’s or Jurisdiction’s
block grants

This information can be edited by authorized users, including both SAMHSA users and State
users, by clicking the “Edit” buttons as shown below.

Smoke Test 1 - State Profile

Authorized users can edit all the
information on the “State Agency” page

by clicking the Edit buttons
T

(CMHS State Agency

Website URL:

Mailing Address:

Phryscal Adgeess
DUNS #. DUNS #: DUNS #:
DUNS # Expiration Date: Bdn DUNS # Expiration Date: £t | DUNS # Expiration Date:

LB

Contacts - -
Single State Authority (S5A) e For example, click here to edit the Jorized PATH Representatve i

contact information for the DDA

SABG Coordinator de Ahernate Contact | Bt | PATH Coordanator e

State Agancy State Contact Profile Authorized users-including both State Users and
SAMHSA users-can update the contact information for
Single State Authority (SSA) the SSA on this page

First Name | Last Name

Credential | Salutation
Tivle
ization N

Mailing Address

Street Address 1

Street Address 2

City State | v Zip Code
Physical Address

Street Address 1

Street Address 2

City [ State v Zip Code
Please input phone numbers int» the fields below in the following format: (#8#) #e8-saNe.

Phone Number

Fax Number

Email Address
Last updated date Last updated by
| Cloar | | Save | | Cancel |
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The SAMHSA Contacts Page
The SAMHSA Contacts Page contains:

= Contact information for the current CSAT, CSAP, CMHS, and PATH Project Officer for the
State or Jurisdiction
= The names of previous Project Officers for the State or Jurisdiction

Once logged in to WebBGAS, all users, including citizen users, can view the information on the
SAMHSA Contacts Page. Only authorized SAMHSA users can add a new State Project Officer.
After adding or editing information, remember to click the “Save” button to save the information.

WGP =

Smoke Test 1 - State Profile

‘Nm Apphcaton Dashbosrd Mwlﬂwu State Profile Swncrlll.lwhlmm\ Adirman

SAMHSA Contacts

State Agency

Select s Suate

SAMHSA Contacts

CMHS State Project Officer

Unicrgwn

CSAT State Project Officer

Third Party Administrator

CSAP State Project Officer
Unicrown

- '.:|.rla-:c'é e =
Fax
s Select Date e e

| New || View Hazory

Opioid STR State Project Offucer
Unimawe o

Click “Save”
Te!

Sonce

| Mew || View History
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Editing a SAMHSA Contact

By clicking the “New” button, a
window appears. SAMHSA users can

s Gt Mews | Appiation Daihbowd | Print Queve | Reports | State Profite Wluw"m‘ [

SAMHSA Contacts

Seiect s Suace v co

use this window to enter information | i e

about the new SAMHSA contact or

Project Officer. The newly entered l - ,_(_

information will then be visible on o oo ™

the SAMHSA Contacts Page (shown = e W —
here). A history of SAMHSA contacts it W —
over the past 2 years for this State or Ci
Jurisdiction, including start dates and = —

end dates, is available by Clicking

“View History” as shown below.

SPO Start Date End Date Added By Added On
Asha Stanly 8/26/2014 Ernest Fields 8/26/2014
Olinda Gonzalez 3/12/2014 8/25/2014 Ernest Fields 3/12/2014
Asha Stanly 7/19/2013 3/11/2014 Admin User 8/13/2013
0K

Third Party Administrator

The Third Party Administrator for Mental Health Services Page contains contact information for
the current Third Party Member for the State or Jurisdiction.

WES DO
Y SAMHSA Blodk Grants
ponse to the Opioid Crisis Grants
Projects for Asslstance in Transiion from Homelessness Grants
Protection and Advocacy for Individuals with Mental liness Grants

News | Application Dashboard | Print Queue | State P&A Profile | Support | User Management | Admin

Wyoming - Protection and Advocacy (P&A) System Profile

Overview

Select 3 States| Wyeming v

SAMHSA Contact: i
8 Third Party Administrator for Mental Health Services lﬂ“ﬁ/
Net Applicable/Nene nul

Third Party Administrator
Phone:
Fax:
Email:
Mailing Address
Physical Address
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The SABG Behavioral Health Assessment and Plan

An illustrative sample of an SABG Behavioral Health Assessment and Plan is shown below for a
ypothetical State named “Smoke Test 1.”

- -5 BGAS Welcome back, BGHD! | Help ||
_ -~ WEBD\

Y SAMMHSA Block Grants o

P 5',““’7;' ;ﬂm@ﬁﬂmmﬂmﬁhm News | Application Dashboard | Home [Pl o Ll Print Queue | Reports | State Profile | Support | User Management

Protection and Advecacy for Individuals with Mental iliness Grants.

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan

Application Progress: 100%

Submitted

Overview Overview

Stats Intocmatio Application Forms Overview

Al State Information [ 00
State Information 2018 Complete

Flaonegdables Chief Executive Officer's Funding Agreement - Certifications and Assurances / Letter Designating
Sigratory Authority

Environmental Factors and Plan 2018 Complete
Disclosure of Lobbying_Activities 2018 Complete

Attachments
State Information 2019 Complete

Revision Requests Chief Executive Officer's Funding Agreement - Certifications and Assurances / Letter Designating
Signatory Authority
2019 Complete

AR R Disclosure of Lobbying Activities 2019 Complete

Documentation Log Planning Steps I 00
Step 1: Assess the strengths and needs of the service system to address the specific populations. Complete

Status Log Step 2: Identify the unmet service needs and critical gaps within the current system. Complete
Quality and Data Collection Readiness Complete

Planning Tables | 0

Table 1 Priority Areas and Annual Performance Indicators Complete
Tebie 2 State Agency Planned Expenditures 2018 Complete
Table 3 SABG Persons in need/receint of SUD treatment Complete
Table 4 SABG Planned Expenditures 2018 Complete
Tabie 5a SABG Primary Prevention Planned Expenditures 2018 Complete
Table Sb SABG Primary Prevention Planned Expenditures by IOM Category 2018 Complete
Table 5¢ SAEG Planned Primary Prevention Targeted Priorities 2018 Complete
Table & Categories for Expenditures for System Development/Mon-Direct-Service Activities 2018 Complete
Table 2 State Agency Planned Expenditures 2019 Not Required
Table 4 SABG Planned Expenditures 2019 Complete
Teble 53 SABG Primary Pres on Planned Expenditures 2019 Complete
Table 5h SABG Primary Prevantion Planned Expenditures by IOM Category 2019 Complete
Table 5c SABG Planned Primary Prevention Targeted Priorities 2019 Complete
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SPO Approve Application

SAMHSA users can only view an application after it has been created by the State or Jurisdiction
Supervisor. The review process cannot formally begin until the State Supervisor submits the
application to SAMHSA. The SPO will receive an email notifying him or her that the application has
been submitted, and can begin the review process. There are two ways an SPO can navigate the
SAMSHA Review Screen: (1) From the Application Dashboard and (2) From within the application.

2019 SABG Behavioral
Health Assessment and 2019 SABG Behawvioral Health Report

Application Dashboard [
e

CSAT CSAP CSAT CSAP
Revrsions

Click on the Plan or Synar Status Plan Report ASR SPO TL SPO TL SPO TL SPO TL Synar Director Grants

Report button to
glon TRz o pagitd navigate to the
American Indian Consortium | #lan Checklist b Synar not created . Detail
Smoke Test 2 | Plan* | /‘ Repdig not created . | Synar | . o o Detail
Smoke Test 1 Plan [ 4 ® Rapor [ ] Synar | 1 0 |V [V |V |V Detail
* Combined Behavioral Health Pan

The next two pages will demonstrate two options to navigate the SAMHSA Review Screen from the
Application Dashboard and from within an application.
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Option 1: Navigate from the Application Dashboard

Once you click on the “Plan” button, you will be directed to the SAMHSA Review Page (shown
below). On this page, you can begin the review process by clicking on the CSAT Review Checklist by
clicking “CSAT PO, TL” hyperlink. You can access the CSAP Review Checklist by clicking the “CSAP PO,
TL” hyperlink.

Welcame back, Justin! | Help | Log out

Reports | State Profile | Support | User Mansgement

G =25C0S s s e

Click "CSAT PO.TL"
L TRI 2884 to open the CSAT I Health Assessment and Plan
Submitted Review Checklist.

Application Progress: 100%

Owerview ORG-2017 SABG Behavioral Health Assessment and Plan

State Information

Flanning 5teps

Task: CSAT SPO Review Check List Appreval Signed: [Panairg] Dated:
Planning Tables

Task: CSAT Tasm Lead Review Check List Approva Signed: [Pandirg] Dated:
Envitonmental Factors and Plan

Last Updated By Dated:
Attachments
Revision Requests

SAMHSA Review

Task: CSAP SPO Review Check List Approva Signed: [Penairg] Dated:
Status Log
Tarsk: CSAP Team Lead Review Check List Approval Signed: [Penairg] Dated:
Last By: Dated:

The CSAP Review
Checklist can also be
opened from this page.
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Option 2: Navigate from within the Application

Once the State has submitted the application, the “SAMHSA Review” tab will appear in the left
navigation pane. This tab is visible to both SPOs and Team Leads. Click it to access the Review
Checklist. The SPO completes the application Review Checklist. Once the SPO has signed off on the
application, the Team Lead reviews the application and completes the same Review Checklist.

Welcome back, Justin! | Help | Log out

State Profile | Reports | Support

“3 Appiication for SAMHSA Block Grants and News | Application Dashboard | Home Print Queue

Projocts fot Assistance in Transition from Homelessness Grants

User Management ‘

Smoke Test 1 - FY2016-2017 SABG Behavioral Health Assessment and Plan P ———
Submitted — :
Overview Overview
itats Jrformation Application Forms Overview
Fanning Steps State Information [ 005
State Information Complete
Fning Tatiles Chisf Executive Officer's Funding Agréement - Certifications and Assurances f Letter Dasignating Complate
Signatory Authorify
Environmental Factors and Plan Compilete
| Attachments Planning Steps . LA
tep 1: Assess th po |
: 2 < - (This button will not appear
Revision Request click "samHsA [ { ok appe
Review" to review unless the application is
SAMHSA Review 100% complete and the |0
the submitted
application State Supervisor has
Status .
e submitted the application.)
Table 3 State Agen) a
Table & SABG Plannad Expanditures Complate
Tabie S5a SABG Primary Prevention Planned Expenditures Complete
Table 5b SABG Primary Prevention Planned Expenditures by [OM Category Complete
Table 3¢ SABG Planred Primary Prevention Targeted Priorities Complete
Table 6a SABG Resource Development Activities Planned Expenditures Compilete
Environmental Factors and Plan L
L. The Heaith Care System and [ntegration Complete
£ Hea'th Disparities Complete
3, Use of Evidence in Purchasing Decisions Complete
4. Prevention for Serigus Mental Tiln Complste
5 Evidenge-Based Practices for Early Intervertion (5 percent set-aside) Complete
6. P nt Directed Can Compiete
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The Review Checklist
The CSAT and CSAP Review Checklists are divided into four sections:

= State Information

= Planning Steps

= Planning Tables

= Environmental Factors and Plan

The screen shot below shows the CSAT Review Checklist for State Information. The SPO must
complete all four sections of the checklist. Remember to click the “Save” button to save changes to
the Review Checklist before leaving the page. Unsaved changes will be lost.

—
- LAMALA ok e

e Tarvpre] Beggrns ' P Cpicsst Crish Grpntn Appication Dashboard | Home [T rrT Ter Y Grorun | Repor ofile | Support | User Managemen

’1. PocpecTs L Assiviiiare i el irsm HOmatemrain, rans News D i g =] et 3 28 :

[T P RIS By S WEARSTL Y HUY e

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan pwie steon Brengrm 1008

Submitted

Overview Review Checklist
e T | e | Cancel | Pring
State lntormation | Planning Steps | Planning Tables p v

Aisals B0 Approve || Tl Approve || TL Regect

. Cotifcations. Assurdnces and Deegaton witer

i.inks to the fol." EY 2019 SABG dollars on Rezource Development
sections of the

checklist

Data it b entered o the Comemant for Azpeoval tant faid Dafore the wter Gan Cick on the PO Approval button

SAMHSA Review

e Section IV: Environmental Factors and Plan Click the “Save” button
Narrative 23. Syringe Services Program (SSP) - (Not Required) (view 55 . Table A) to save any changes to
Status Log 23-1 i the sTth eiGite 13 agpl T (Sew list of slgible states) the checklist before
23-2  Did e reate apgly for tha 559 for FY 2018 theough the FY 2018 - 201D Benaviorsl Hastn Assstimant Ieaving the page.
peed Blan?
23-3  DOid the 1ot complete Table AT vgi No MA
Marrative 24. Public Comment on the State Plan
241  Owd the szate take any of the folowing STeps 10 maie the public awan? ® ves O no
24:2 Publ meetings or Rasings? Yas Ne
24-3  Dowtng of tha plars for public commant? Yas No
24-4  Ouher (public Sandce ANROURCEMENET. Brnt midia ] Vet Neo
24-5  Hyes provide URL Yes Ne
(/) Yes or NJ/A response required for the Review Checidist 1o be approved. ‘L

Sawve || Cancel || Prim

WebBGAS Navigation Manual for SAMHSA Substance Abuse Block Grant Users, Page 19



The Review Checklist: Comments and Approval

= Note that data must be entered in the “Comments for Approval” text field before approval.
= Once all Review Checklist items are completed, the SPO can type his or her initials and select

“PO Approve.”

=3 Sapa-TA Biock Grants
STate tvgnl Fespome 1o the Opioid Crivs Grants
Progects

Astistance in Transton from Homelessness Grants
o and Advotacy for Indridals woth Mental Hliness Grants

MNews | Application Dashboard | Home Print Queue

Reports | State Profile | Support | User Management

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan

Submitted

Review Checklist

Application Progress: 100%

|

State Information | Planning Steps

[ U RE S Environmental Factors and Plan

Required for CSAT:

Initials

Section | - State Information. CEO Funding Agreements. Cerifications. Assurances. and Delegation letfer:

[Ssn | Cancel || Print
|- anad

] i

Open Application

Section 11| - Table 4, and Table 6 if state plans to spend FY 2019 SABG dollars on Resource Devs .
23, Syringe Services - Not Required Onc'e a“.mew
24. Public Commaent on the State Plan Clsecklicts iEemn henve
3 SRl been completed, the
Comments for Approval: SPO can type their
Data must be entered Data must be entered into the C for Approval text field before the user can dickonthe PO 4 initials and click “PO
into the “Comment for | _—¥ Approve”.
Approval” text field
before the user can
click on the "PO
Approval" button. Section IV: Environmental Factors and Plan
Narrative 23. Syringe Services Program (SSP) - (Not Required) (View S5P - Table A)
Status Log 23-1 |z the state eligible to apply? (See list of eligible states) ) ves No ® nya
23-2 Did the state apply for the S5P for FY 2018 through the FY 2018 - 2019 Behavioral Health Assessment Yes No @ nsa

1“ PO Approve ‘| TL Approve || TL Reject

After the user clicks the “PO Approve” button, the following message will appear.

bgas-uat.feisystems.com says

You cannot undo after it is approved.

Are you sure you want to approve this checklist?
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Team Lead Approve Application

The Team Lead will complete the review the Review Checklist after the SPO has reviewed and
approved the application.

D <aithish Biock Grasts o
State Targeted Response to the Opioid Crisis Gants
’ ' Progects for Assistance in Transition from Homelessness Grants News | Application Dashboard
Protectson and Advocacy 1or Individudls with Mental Iiniss Grants

o o Queue

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan
Submitted

Reports | State Profile | Support | User Management

Overview FY2018-2019 SABG Be

In this example, the CSAP Review
Checklist has been approved by both the
e SPO and the Team Lead.

State Information

Planning Steps

Task: CSAP SPO Review Check List Approval Signed: Smoke Tester Dated: 6/17/2018 10:39:33 AM
Planning Tables

Task: CSAP Team Lead Review Check List Approval Signed: BGHD Helpdesk Dated: 6/17/2018 10:39:51 AM
Environmental Factors and Plan

Last Updated By: Smoke Tester Dated: 6/17/2018 10:39:51 AM
Attachments

CSAT Review Checklist has been approved by the SPO but not
Revision Requests the Team Lead. The CSAT Team Lead can approve or reject the
CSAT Review Checklist by opening the Checklist here

SAMHSA Review - —

Task: CSAT SPO Review Check List Approval Signed: BGHD Helpdesk Dated: 11/13/2018 12:24:53 PM
Documentation Log

Task: CSAT Team Lead Review Check List Approval Signed: [Pending] Dated:
Status Log

Last Updated By: BGHD Helpdesk Dated: 11/13/2018 12:24:53 PM

In this example:
= The CSAP Review Checklist has been approved by both the SPO and the Team Lead

= The CSAT Review Checklist has been approved by the SPO but not the Team Lead.

= Thus, the CSAT Review Checklist is identified as Pending.

= Also, the CSAT Team Lead can approve or reject the CSAT Review Checklist by opening the
checklist which is accomplished by selecting the “CSAT PO, TL” hyperlink.
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Team Lead Can Approve or Reject Checklist

The SAMHSA Team Lead can change the approval status and add comments using the text
boxes. When an application is ready to be approved, the Team Lead will enter his or her initials
in the text box and click the “TL Approve” button as shown below.

N Lans- A beck Graem
et tai’ng Bryponne 10 e Opinad Cram Grndy
o A

s  on ‘wwrent Gracty MNews | Applic Dashboard | Home I H
Pokon o ey R Dbl e S B orts o gl The Team Lead can reject the

Review ’

Checklist by changing the approval
Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan status to “No” for a particular
Submitted question, clicking “Save” and then
clicking “TL Reject

Review Checklist

m Plarsrang Stept ] Flanning Tables | Ervvironmental Factors and Plan

Required for CSAT:
Planning Tables Section | « Seate Information, CEQ Funding Agreements. Certdcations Assurances, and Delegaton lett

Secton Il - Table & ang Tobie & if srate pland 0 1pend FY 2019 SABG doliars on Resource Dw

Environmental Factors and Plan 13. Syringe Services - Not Required Or the Team Lead can

24 Public Commant on the State Plan apprO\fe the REView
Attachments Commnuta for hppoevs Checklist by typing their
Data must e #ntered into the COmMMAnt for ADDrovil tut fieid BHTore the Ul Can Click on the initials and C"Cking “TL
Revision Requests Approve”

SAMHSA Revew

Documentation Log Section I: State Information
State Information (View State Information form)
Status Log 11 1 the State information provided complete. BCCUate and up to date? ve: ® No
CEO Funding Agree, Certification and Assurances (View Assurances and Signatures)
1-2 Wt the FY 2010 Cnigf Executove Ofcer s Funding Agreemant - Centification and Assurancet/Letter ® v Ne MIA )

Cesignating Authority form signed by the Governor or his/her designee and submitted to the Division
of Grants Maragemen: of UDICaded into WebSGAS?

Also, the Team Lead can reject the Review Checklist by changing the approval status to “No” for a
specific question, then clicking the “Save” button, and then selecting the “TL Reject” button.

WebBGAS Navigation Manual for SAMHSA Substance Abuse Block Grant Users, Page 22



Checklists have been Approved

= In this example, the Review Checklists have been approved, as indicated by the signatures.

= Note that once a Review Checklist has been approved, it can no longer be edited by the SPO
or the Team Lead.

= |nthe event that a Review Checklist has been accidentally approved, please contact the
BGAS Help Desk.

J ' SAMHSA Block Grants
State T tond Py o soid Crinis Grant - . - - - s
V ’ p,’:\_:“drE:. ':.,“f:,,‘,:::‘,,.':::::,?,‘.’,“‘,:’..,'.:;r:f;:\:,_..\\—,‘".., News | Application Dashboard | Home Print Queue | Reports | State Profile | Support | User Management

Protection and Advocacy for Individuals with Mental liness Granls

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan
Submitted
Once a Review Checklist is approved, it
can no longer be edited by the SPO or TL.
Contact the BGAS Help Desk if the Review
Checklists is approved by mistake

As indicated by the signatures,

both the CSAT & CSAP Review
Checklists have been fully
approved in this example.

Planning Steps

Task: CSAP SPO Review Check List Approval Signed: BGHD Helpdesk Dated: 6/17/2018 10:39:33 AM
Planning Tables

Task: CSAP Team Lead Review Check List Approval Signed: Smoke Tester Dated: 6/17/2018 10:39:51 AM
Environmental Factors and Plan

Last Updated k By: Smoke Tester Dated: 6/17/2018 10:39:51 AM
Attachments

Revision Requests

SAMHSA Review

Task: CSAT 5PO Review Chedck List Approval Signed: Smoke Tester Dated: 11/13/2018 12:24:53 PM
Documentation Log

Task: CSAT Team Lead Review Check List Approval Signed: BGHD Helpdesk Dated: 11/20/2018 8:56:46 AM
Status Log

Last Updated By: BGHD Helpdesk Dated: 11/20/2018 8:56:46 AM
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Revision Requests

' SAMHSA Block Grants
tate T: toed R o the pioid Crisis Grants - - - - -
r ’ ;,f.,:“‘\' ;,. h“-,f,m‘;; ﬁanfﬂm?;;'mlgl‘mg Grants Application Dashboard | Home RZ-UENT Dell W Frint Queue | Reports | State Profile | Support | User Management

= SPOs and Team Leads can request revisions to the application by selecting the “Revision
Requests” tab.

= The Revision Request Page allows the SPO and Team Lead to view or delete current revision
requests and create new revision requests, which will be sent to the State.

» e e e

Protection and Advocay for Individuats with Mentad Hliness Grants

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan R

Submitted

Overview FY2018-2019 SABG Behavioral Health Assessment and Plan

State Information

Planning Steps

Task: CSAP SPO Review Check List Approval Signed: Smoke Tester Dated: 6/17/2018 10:39:33 AM
Planning Tables

Task: CSAP Team Lead Review Check List Approval Signed: Smoke Tester Dated: 6/17/2018 10:39:51 AM
Environmental Factors and Plan

Last Updated By: Smoke Tester Dated: 6/17/2018 10:39:51 AM
Attachments

Click “Revision Requests” to open
Revision Requests ax
the Revision Requests page

SAMHSA Review

Task: CSAT SPO Review Check List Approval Signed: BGHD Helpdesk Dated: 11/13/2018 12:24:53 PM
Documentation Log

Task: CEAT Team Lead Review Check List Approval Signed: BGHD Helpdezk Dated: 11/20/2018 2:56:46 AM
Status Log

Last Updated By: BGHD Helpdesk Dated: 11/20/2018 8:56:46 AM
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The Revisions Page

= Revision requests are organized by application section.
= To add a new revision request, first click the “Add” button under the relevant section.

SAMHSA Binck Grasty
Sate 4

Wmm'ﬁmﬁ,fé'mﬁyamu ‘ le Application Dashboard | Home Print Qum.ltl Reports I State Proﬁltl Supponl User Management I

Profectson and Advocscy Yo Indeviduals with Mental [Bress Grants

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan

Application Progress: 100%

Submitted
Overview Revisions
State Information . .
| Print || Send to State
Planning Steps
State Inf
Planning Tables Siate Information FFY 2018
There's no revision for this form.
Environmental Factors and Plan
Chig! Exgcusivg Officer's Funding Agregmans - Cenificptions and Azsurances / Lester Designating Signasery Aushorisy FFY 2018
Attach t Thare's no revision for this form.

Disclosure of Lobbying Activities FFY 2018
There's no revision for this form,

Revision Requests

SAMHSA Review i
State Information FFY 2019 click I'I'Add” to add a new

There's "W AR
Decmemion Lo Aca revision request

Chisf Executive Officer's Funding Agresmant - Cenifications and Assurances / Letrer Designating Signatery Authority FFY 2019
There's no revision for this form.

| g |

Disclozure of Lobbying Activities FFY 2019

[ase

Planning Steps

Step 1: Assess the strengths and needs of the service system to address the specific populations,
There's no revisicn for this form.
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Revision Request Description

= Next, enter the requested change in the “Description” text field.
= When finished, click the “Save” button.

SAMHSA Black Grants
L. & mmﬁmﬁ?mwmrm‘aw‘ | N!"l'!l Application Disllhoardl He|ne Print Queue | Reports | State Pmﬁ|e| Suppml User Management’
Protection and Advocacy for Individuats with Mental Ilness Grants.

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan

Application Progress: 100%

Submitted
Overview Revisions
State Information r 1
Print || Send to State |
Planning Steps

State Information

Planning Tables 3:ate Information FFY 2018
Thare's no revision for this form.

Environmental Factors and Plan
hie! Exscutive Officer's Funding Agraamant - gnating Signasery Authorivy FFY 2018

Attachments Thare's no revision for this form.
Revision Requests Risclogure of Lobbying Activities FFY 2018

Thare's no revision for this form.
SAMHSA Review

State Information FFY 2019

Thare's no revision for this form.
Documentation

kog Add

Status Log

Description:

Type 3 description of the revision request here. h

Type a description
for the revision
request and then
click “Save”.

\%—ﬁ

Chigf Executive Officer's Funding Agreemant - Cemifications and Assurances / Letter Designating Signatony Aythority FFY 2019
There's no revision for this form.

[2ce

Disclosurg of Lobbying Activitigs FFY 2019
There's no revision for this form.

[ Asa ]
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Send Revision Request to the State

= Revision requests are not automatically sent to the State or Jurisdiction.
= To send the request to the State, select the “Ready to Send” check box.
= Next, click the “Send to State” button.

Welcome back, Justin! | Help | Log out

ku wesBGAS

Appicaten for SAMHEA Block Grasts #nd
Projects for Assmtance in Teansibon from Homelessness Grants

| News I Application Dashboard

LI View Application [0 R« | State Profile | Reports l Support 1 User Management |

Smoke Test 1 - FY2016-2017 MHBG Behavioral Health Assessment and Plan

Submitted

Overview Revisions

(2016 MHEG B Health Assessment and Plan |

State Information
State Information

Description Created by Created Date Status Actions

Type a description of the revision request here
Revision Requests

Chief Executive Officer's Funding - Certifications angd / Letter D signatory
There's no revision for this form.

SAMHSA Review

RS o0 Disclosure of Lobbying Adivities

There's no revision for this form.

A revision request can
be edited by clicking
"Edit," or it can be sent to
the State/Jurisdiction by
clicking "Ready to Send"

In this example, a
Planning Steps revision request has
Step 1: Assess the strengths and needs of the service s been created but it has
There's no revision for this form. HDt yet been sent to the
State/Jurisdiction.

Step 2 Identify the ynmet service needs and critical gag " "
There's no revision for this form. and then "Send to State.
Add

uality and Data Collection Readines
There's no revision for this form.

Planning Tables

= Inthe above example, a revision request has been created but it has not yet been sent to the
State or Jurisdiction.
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Request Sent to the State

= In this example, the revision request has been sent to the State or Jurisdiction as noted by
the “Sent to State” indicator.

o SAMFSA Biock Grants
‘ "-_ ::,';“ et Mesponat 19 e Cukold Clidis Sanes = | Nrwsl Application Dashboard | Home Print Queue | Reports | State Proﬁiel Support | User Maluqﬂnmtl
Protection and Advolacy for Indeduai, with Mentad lliness Grants

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan PR ———e

Submitted
Overview Revisions
State Information
| Print || Send to Sute |
Planning Steps
State Information
Planning Tables Ztate Information FFY 2018
There's no revision for this form.
Environmental Factors and Plan
(] | Chigf Exgoutive Officer's Funding Agreement - Cemifications gnd Assurgncgs / Letter Designating Signatony Authority FFY 2018
There's no revision for this form,
Revision Requests Risclopyre of Lobbying Activites FFY 2018
Thare's no revision for this form,
SAMHSA Review
S:ate Information FFY 2019
Documentation
= =
Status Log
Description Created by Created Date Status Actions
11/20/2018 10:33 View || Delate
Type discrimination of revision request here BGHD Helpdesk A‘\‘: i Sentto State | e || e
Chigf Exgcutivg Officgr's Funding Agregment - Cerifications and Assurances / L gtter Designating
races no revision for this form. The revision request
Add |
has been sent as
Disclos, f ying Activisies FFY 2019
S Inn AT indicated by the status
here's no revision for this form.
] & n
| Add | Sent to State
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The Application Dashboard Updates

= After the revision request has been sent to the State or Jurisdiction, the Application
Dashboard Page will automatically update.

= If you return to the Application Dashboard Page, as shown below, the number of active
revisions will be populated in the “Number of Open Revisions” column

= If you click on the numbers in that column, the system will redirect you back to the Revision
Request Page.

Reports | State Profile

W E

e b th Opicd Crivis Gaants
T haraiian e P smslaahess Grants u Application Dashboard [LARTENTERY
sy fox Wbty with Mertal ey Grants.

Pririt Dashboard

Support

User Management

Awsiisbie Block Grants:| 2010 SABG Applicatien v || Go
Application Dashboard 2013 SABG Behavioral
Health Assessment and 2019 SABG Behavioral Health Report
Plan
Timetrames of Application N
Submission G cfoes CSAT csAp CSAT csAP
Revisions
Plan Status Plan Report ASR SPO TL SPO TL SPO TL SPO TL Synar Direclor Grants
Documentation Log T
L 1 1 1
Connecticut
The number of active
Massachusetts L e 8
revision requests is listed
Maine ian here. Click on the b 1 v Detail
New Hampshire Plan . ) o Detail
— to view the requests. .
Rhode Island Fan® @ | recotrotcenes | @ symar o Detail
Vermont Pannotcreated | @) | Reportroterestes | @) Synar '\ Ly v Detail

* Comiinad Behavioral Hesth Plan
2015 SABG Behavioral
Health Assessment and 2019 SABG Behavioral Health Report

Plan
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The Documentation Log

Accessing the Documentation Log

= The Documentation Log can be accessed from the Dashboard.
= To do so, select the “Documentation Log” tab on the left hand menu.
= Complete the three required fields and click the “Go” button.

A B

Existing Applications Print Dashboard || Legend

Application Dashboard

Timeframes of Application
Submission
State Profile o e
e From the Dashboard go to the Left Hand
comecticedl Menu and click on Documentation Log”
Massachusetts Pan ® Report ® Synar 0
Maine Plan o Report ® Syma
New Hampshire Puan @ | Reportnotcreated | @ Symar [ ]
Rhode Island Pan . Report not created . Synar not crested .
Vermont Pannotcrested | @) | Reportroterestes | @] Synarnctcrestes | @

* Combined Behavioral Heaith Plan

Report Status Synar Status

Region 2 - New York

New Jersey Pian Report ) Synar o
New York Reportroterested | @) | Syrarnot creates | )
Puerto Rico Report . Synar not created .

Virgin Istands. Pian notcrezted | @) | Resortnotcreated | )| Syrernotcreated | (@

* Combined Behavioral Heaith Plan

Alabama I Plan I In Progress
Alaska In Progress.
American Indian 1) Select the State
Consortium
American Samoa
Arizona State: Wyeoming v
'I 2) Select Fiscal Year l::_F'S&p 2018 hd
Apglication: | MH Plan -
California
G C 1
Colorado I 3) Select the Application I ; ° anee i
Connecticut In Progress | A
Delaware In Progress. I 4) Click on Go I
Blanon: | _Nor |
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Accessing the Documentation Log, Continued

= The Documentation log can also be activated directly from within an Application.
= Note the “Documentation Log” tab on the left side.

T e Tt N
‘ SAMHLA Block Grants
E—::-;i T.,mw“:.rﬁ":;mnu:rwh Mews | Application Dashboard | Home RC S 2E=1 00 Print Queue | Reports | State Profile | Support | User Management

hessmins G
Protection and Advocacy Tor Individal with Mental lhﬂ.\ GunL\

Smoke Test 1 - FY2018-2019 SABG Behavioral Health Assessment and Plan Aopiratios FODIES 100%

Submitted

Review Checklist

State Infermation Save || Cancel || Print
Planning Steps | Planning Tables | Environmentsl Factors and Plan |:| L= :\

Open Application

Planning Steps nitials | |[ 7o Apprave || TLapprove || T Raject |
Required for CSAT:
Planning Tables Section | - Stae Infermation CEO Funding Agreements, Cenmificstions, Assurances, and Delegation lettes:
Saction Il - Table &, and Table & if 5tate plans to spend FY 2019 SABG dollars on Resource Devaloprignt
Environmental Factors and Plan 23. Syringe Services - Mot Required
24, Public Comment on te Szate Flan
Attachments Comments for Approval:

Cata must be entered into the Commaent for Approval text field Eefore the user can click on the "PO Approval” button,

Revision Requests

SAMHSA Review

From within the application click on
“Documentation Log”

Documentation Log

State Informati
Status Log 1-1 Iz the Srane

~ Yes @ Mo
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Add a Project Officer Note

= To add a note, you must complete the four fields (State, Fiscal Year, Application, and Type of
Activity).

= The other fields are optional.

= Enter the note in the text field.

News | Application Dashboard | Home | View Application | Print Queue | Reports | State Profile | Suppart | User Management | Admin

Smoke Test 1 - FY2018-2019 MHBG Behavioral Health Assessment and Plan e il

Overview Documentation Log

State Information Ad e Search Note
1) To add a note a User must complete the top four fields

Planning Steps Add a new system note The other fields are optional.

Planning Tables Select a State: Wyeming v | Fiscal Year: 2019 v | Application: MH Plan v | Type Of Activity: Any v
Table or Form: Please Select

B e Contact: Please Select v] Project Officer: Please Select

Attachments Document note here

Documentation Log

Status Log I 3) Click on “Save Note”

Save Note Cancel

4) Once a note is
saved is saved it
will appear here

201 Combired Benaviorsl Heaith Assessment 1072412018
appg 271 Cembines Senavieral Fesin ASRENE < Note Fed Other e Et= Y To add an attachment Attachments
and Plan 54 —
click the "Attachment” ¥ ———"

button

= C(Click on the “Save Note” button.

= The note information will appear below.

= When the note is saved, an “Attachment” button will appear.

= Four types of attachments can be uploaded to the Documentation Log: Word, PDF, Excel,
and HTML.

= To attach an email, first convert it to a PDF file and then upload it as an attachment
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Search for Past Notes

= To search for past notes, click on the “Search Note” tab in the upper left hand corner.
= Next, select search parameters, and click the “Search” button.
= Any activity entered based on parameters will appear as shown in the screen grab below.

sawhsA Slodk G = s

News

' r Fvumts A!wc“ || ! ms.-l-a {m Mrbum! Grants

Application Dashboard
for Individuals with Mental liness Grants

Home

View Application

Print Queus

Reports

State Profile

Support

User Management | Admin

Smoke Test 1 - FY2018-2019 MHBG Behavioral Health Assessment and Plan b et

|
Overview Documentation Log
State Information AddNote | Search Note 1)To search for notes enter the parameters

| . and click on the “Search” button.

Planning Steps earch previous notes or system events
Planning Tables Select 3 Stater Wyoming v | Fiscal Year: 2015 v | Application: | MH Plan v | Type Of Activity: 4, Response to TA Request v

Table or Form: Please Select v | Date: From: To:
Environmental Factors and Plan Contact Flease Select ¥ | Project Officer Please Select M | & &
Attachments | . I o l I

Cllck on usearchn Search Cancel
Documentation Log All activities entered based on search
Year Application parameters will appear here Date Note
Status Log
sprs 2016 Combined Behavioral Health Assessment Responseto  10/24/2018 DD"‘”“;?'C et | Attachments |
and Plan TARequest  231PM est Needs Assessment
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Printing and Downloading
To Print an Entire Application

To print an entire application, follow these steps as demonstrated in the screenshots below:

1. Navigate to the Existing Applications Page by clicking the “Existing Applications” tab in
the menu bar.

2. Click the “Print” button corresponding to the application(s) you want to print.

3. If the application is ready for printing immediately, a window will appear to allow you
to download the application by either opening it or saving it to a location of your
choosing.

Welcome back, Mike! | Help | Log out
¢ w wesBGAS

Appication for BAMHSA Block Qrants and H Application Dashboard [T Qum.-l State Profile I Reports | Support I User Management |
Projects lor Assistance in Transiton from Homslessness Grants

Existing Applications Welcome Mike, please select an application to proceed:

Application Dashboard Test State AA 1) Navigate to the Application

Timeframes of Application Dashboard by clicking
Submission B "Application Dashboard" on

the menu bar.
FY2016-2017 SABG Bahavigral Haaith T/10/2015
Assessment ard Plar Progress 22919 PM

¥2016-2017 MHEG Behgvioral Heaith P In o T/L5/2015
Assessment and Plan Progress = Ti15:23 AM

= " et
:S:ps;as Behavioral Health Assessment Stk . 101 2) Click the "Print [ prt
button corresponding
235 SA3 Benatiorm Hewih Azsrssment © aem.. ©% uacudthe application you [ prit |
want to print.
EY2014-2015 MHBG Benavigral Hagith
Accaccment and Plan
2014 MHEG Behaviora! Heaith Assessment 3 in P VL2013 9732013 BGAS
gress Helpdesk
Steps are continued on the next screen shot... | :- S WD BN
gress o UL WS deipdesk
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To Print an Entire Application, Continued

If the application is not ready to print immediately, you will be redirected to the Print
Queue. The Print Queue estimates the time until the application will be ready for
download. Once this time is reached, click Refresh Page and then click the “Download”
tab. A window will appear to allow you to download the application by either opening it
or saving it to a location of your choosing.

4. Now that the application has been downloaded, you may print the application
normally (File = Print) using Adobe Reader or other PDF-compatible software.

Welcome back, Mike! | Help | Log out |

If the application is not ready to
print immediately, you will be
redirected to the Print Queue.

Support | User Management

Print Queue This column indicates when
the application is estimated
to be ready for download.

News

The following tabile lists items that you have queued to be printed. Items will stay in this list for 2 days.

Created Date Estimated Completion

Application

Tast State A4 FY2014-2015 MHOWgE ehavioral Health Assessment and Plan 9/4/2013 11:27:01 AM 9/4/2013 11:28:05 AM

Test State AA 2014 SABG ﬁeha-.-uoralNoﬂ 5 AM 9/4/2013 11:27:50 AM Merging
3) Once the estimated
Test State AA 2014 MHEG Behavioral Health Rep\_ comp[gtion time is AM Running
reached, click "Refresh
Page" and then click
"Download.”
Copyright @ 2011 SAMHSA All rights reserved L ment of
Privacy | Disclaimer | FOLA | SPO List | State Contact List C . ﬂMm
Help Desk Number: 1-833-301-BGAS(2427) | Help Desk Email: BGASHelpDesk@samhsa.hhs.gov ~\‘_(’ Sibabos Aven Bac Muntel Fesin Servces Adrsmsiion
Website: v5.1.0.0, 9/3/2013 4:15 PM; Database: feidb09.BGASUAT, v05.01.00
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To Print Individual Forms

To print individual forms, instead of an entire application, follow these steps as demonstrated in
the screenshots below:

1. Navigate to the Section Heading Page containing the form by clicking “View
Application” in the menu bar and then clicking the appropriate Section Heading from
the left navigation pane.

—OR-
Navigate to the form you wish to print from the Section Heading Page or the
Application Overview Page.
2. Click the “Print” button corresponding to the form(s) you wish to print.

3. If the form is ready for printing immediately, a window will appear to allow you to
download the form by either opening it or saving it to a location of your choosing.

If the form is not ready to download immediately, you will be redirected to the Print
Queue. The Print Queue indicates the estimated time that the application will be ready
for download. Once this time is reached, click “Refresh Page” and then click the
“Download” tab. A window will appear to allow you to download the form by either
opening it or saving it to a location of your choosing.

4. Now that the form has been downloaded, you may print the application normally (File >
Print) using Adobe Reader or other PDF-compatible software.

Welcome Dack, Mike! | Help | Log out

ek’)} WEB“BGAS

UL ETE S L U B ehavioral Health Assessment and Plan
instead of an entire

application...
. 1) Navigate to the application |secuon progaess: a1
1I: Use of Block Grant Dollars fod o nyion page by clicking "View B
Application” in the menu bar
and then clicking the Section
Header where the form is

Mews | Application Dashisosrd | Home BUEEEREES RN Print l:b»ml State Profile Vrar Managamaent

Baports | Suppont

located.
[l Use of Block Grant Dollary for P
| Block Grant Activities
| IV Narate PN L s e fency Panned Biack Grant v
______ ¢ 4
Aftachinents v =
Complete
SAMHSA Review AT TR e
Tabe 53 SARG Prompry Preventon Panced ExpendityresFFY 2004 BGAS Helnoesk T - msiet Print
Status Log
Tabie 50 SASG Brimacy Prevention Parned ExpengituresfFY 2014 ST 2} Click "Print" for Print
—— the form(s) you
“"1 wish to print. prie
BGAS Helpoesk RIte };l'!'.‘i: 3 Ce::r.e Prin
/232013 105444 v -
- AN Compiete L
a1s A/25/2003 103638 v =
Compiete
— BI04 v =
Complete
Tab'e 5¢ SARG Panned Primary Prevention Tarosted PrioritesFFY 2015 BGAS Heipdesk SCLEe “ e Progress \ Frint |}
A
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Reports

A key feature of WebBGAS site is the report catalog, which contains standard reports for specific
sections of the Block Grant application. These reports allow SAMHSA users to easily access data
from their current and previous applications and compare it to other States, Jurisdictions, or
regions.

All the reports can be found in the report catalog where they are organized into thirteen
domains:

= Report List

= Summary and Trends Reports

= Maintenance of Effort

= Expenditures (Planned and Reported)

= Persons Served (SA Treatment, SA Prevention, and MH Treatment)
= Performance Measures (SA Treatment and SA Prevention)

= Priorities

= Contact Information
=  PATH

=  QOpioid STR

= Miscellaneous (e.g., State Synar Challenges)
=  SAMHSA Operational
= Ad Hoc Reports
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Access Reports

= Each domain contains multiple reports.
= Click the plus (+) symbol next to the domain to see the list of available reports.
= Inthe example below, we have selected “Planned Expenditures.”

Welcome back, Brendan! | Help | Log out

Application Dashboard I Print Queue State Profile l Support

Promcts lor Aswistance n Transition from Homelessness Grants

User Management I

sy Repsurt Catalon 1) To access the
ReportList Reports Section click
Expand All on "Reports" from
. . T
Maintenance of Effort B Standard Reports By Form
Expenditures B Standard Report Usage

Summary Reports

|
|

B SAPT/CMHS State Snapshot

B Substance Abuse Block Grant - Program Profile

Maintenance of Effort

|

Contact Information B State MOE
PATH W State Multi-Year MOE
W T8 MOE
Miscellaneous
W T8 Multi-Year MOE
SAMHSA Operational B HVMOE
Ad Hoc Reports B HIV Multi-Year MOE
B Pregrant Women/Women with Dependent Children MOE
W Pragrant W W with D Children Multi-Year MOE
2) Click the "+"
symbol to see Planned
available reports Seroned

Persons Served

5A Treatment
SA Frevention

MH Treatment

Performance Measures
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Expand Lists of Reports

= Once you select the plus (+) symbol, the list of reports related to that subject will appear.
= Since we previously selected “Planned Expenditures,” the list of reports related to Planned
Expenditures will now appear.

Weicome back, Brendan! | Help | Log out

Print Queue State Profile

L %% wesBBGAS

Applcaton for SAMHSA Block Grants and
Projocts for Assistance in Transition from Homeleasness Grants

News. | Application Dashboard Support | User Management

Report Catalog Report Catalog
Report List
Expand All
B | ottt |

Maintenance of Effort B Standard Reports By Form

Expenditures ® 54 The list of reports related to Planned
3} Expenditures now appear.

Persons Served
Maintenance of Effort
Priorities
B panned
Contact Information ﬂ State Agency Pianned Expenditures by Target Activity within Source of Funds_\
PATH W SABG Primary Prevention Planned Expenditures by Strategy
B SABG Primary Prevention Planned Expenditures by IOM Target
W SABG State Agency Planned Expenditures by Expenditure Category
SAMHSA Opsratioss! B 5ABG Resource Development Activities Planned Expenditures by Activity
Ad Hoc Reports. W SASG Pianned Primary Prevention Targeted Priorities
N\ MHEG Non-Direct Service Activities Planned Expenditures J
Reported
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Run a Report

The example below shows how to run one of the Planned Expenditure Reports (“State Agency
Planned Expenditures by Target Activity within Sources of Funds”).

Weicome back, Brendan! | Help | Log out

1 %) wesBBGAS
Appiization tar SAMHSA Biock Grants and ‘ News ‘ Application Dashboard | Print Queue State Profile | Support | User Management

Progects for Assistance in Transition from Homelssaness Grants

Report Catalog

Expand All

B Standard Reports By Form

B Standard Report Usage

Summary Reports

Maintenance of Effort

Expenditures
Click on the B rannes

first report s T
under Planned ~ W State Agency Planned Expenditures by Target Activity within Source of Funds

Ex penditu res B SABG Primary Prevention Planned Expenditures by Strategy
UV B SABG Primary Prevention Planned Expenditures by IOM Target
B SABG State Agency Planned Expenditures by Expenditure Category
SAMIHSA Operations) B SABG Resource Development Activities Planned Expenditures by Activity
Ad Hoc Reports W SABG Planned Primary Prevention Targeted Priorities

B MHBG Non-Direct Service Activities Planned Expenditures

Reported

= Click on the first report listed under Planned Expenditures (“State Agency Planned
Expenditures by Target Activity within Sources of Funds”).

= This takes you to the report’s page, which is shown on the following page.
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Data and Report Formats

The standard reports give you options on the type of data to include, how the report should be
sorted, and to what format the report will output. The options available will depend on the report.

G

Weicome back, Brendan! | Help | Log out
| | | | ]

2) Select the States/Jurisdictions
to be included in the report.

wesBGAS

Appheaton for SAMHEA Block
Progects for Assistance i Trans

1) Select the years to include,
which Block Grant, the type of
output, and how the data will be
sorted.

State Agency Plarg Expenditures by Target Activity within Sourc@lof Funds

FromYear 2015 v To Year 2016 V| * State/lurisdiction Selection _'\
[statenurisdiction v
* Block Grant: - s =
— S [ 4l states / Jurisgictions

Maintenance of Effort Qaln.ﬂ: POF V| Sort Order: Alphabetically w (2 i states o)
=0

Expenditures Run Report ﬁ Alabama

i V| Alaska
i =
. Persons Served [+ American samoa

& arizona

Performance Measures [¥] arkansas

= ¥ castornia
Priorities 3) Click the "Run ¥ coiorado o
"
Report" button to Connecticut

Contactlnformation | create the report. & =

PATH

Miscelianeous

SAMHSA Operational

Ad Hoc Reports

Copyrignt © 2011 SAMHSA All rights reserved _/( United State, W

Privacy | Disclaimer | FOIA | SPO List | State Contact List - s Sutetarcy Atarse and Mental Health Seraces Admsstratson

Heip Desk Number: 1.588-301-BGAS({2427) Help Desk Emai: BGASHelpDesk@samhsa. hhs.gov .

Website: v8.6.0.0, 10/16/2015 4:07 PM; Database: BGASUATDS001.BGASUAT, v0B.06.00;

Adobe™ PDF and MS Office™ formatted files require software viewer programs to properly

read them. Click here to download these FREE programs now.

For the “State Agency Planned Expenditures by Target Activity within Source of Funds” report

you can select the following:

1. General Options

a.

b.

C.

d.

c.

From Year: The first year of data in the report. The year “2015” is selected in the
screenshot.

To Year: The last year of data in the report. The year “2016” is selected in the
screenshot. When the report is run data for the years 2015 and 2016 will be included.

Block Grant: The options are SABG, MHBG, or Both. “SABG” is selected in the
screenshot so only planned expenditures for the Substance Abuse Block Grant will be
included in the report.

Output: The report can be shown on the website, or downloaded as a PDF file or
Excel file. “PDF” is selected in the screenshot.

Sort Order: The order in which the States/Jurisdictions are listed in the report. The
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options are Alphabetically, Region #, and State-Jurisdictions.The “Alphabetically” is
selected in the screenshot.

2. State/Jurisdiction Selection: All States/Jurisdictions that are checked will be listed
individually in the report. You can also select States/Jurisdictions by region or SPO by
clicking the dropdown box and changing it from “State/Jurisdiction” to “Region” or “SPO
Assignment.” All States/Jurisdictions are selected in the screenshot.

3. Run Report button: Once you have selected what to include in the report click the “Run
Report” button to generate the report.

If you have questions about the reports please contact the WebBGAS Help Desk, which is
described in the next section.
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Getting Help within the WebBGAS System

To get help with WebBGAS, you can click the "Support" tab in the menu bar to access the
Support section of the system. You can also contact the WebBGAS Help Desk directly via the
toll-free number and email address provided at the bottom of the Welcome Page.

Welcome back, Justin! | Help | Log out

m EEE,‘BAS,_,SAAE e | MmlAppﬁc.l!'nm mmsl PliMQuml State Pmllhl Reports I Support l User Management ‘

Fropcts fof Assatance in Transibon hom Homelessness Grants

For content issues and guidance
on how to answer specific

This system is designed to support the online submission a| ﬂpp!icaﬁon quesnons' contact
sute e ffm—) your SAMHSA State Project

View an Existing Application Officer (SPO), whose information

Run.op Reaed 3 Report is available in the State Profile
Change User Password

Contact Help Desk Page‘
To come back to this screen, please click on the logo on the left upper comer For tech!"llcal quesﬂons
about WebBCAS, contact
the Help Desk using the
Support section on the
menu bar or using the
Copyright © 2011 SAMHSA All rights reserved R contact information
Privacy | Disclaimer | FOIA | SPO List | State Contact List eatth & Hum. ey prov]ded at the bottom of

Help Desk Number: 1-838-301-BGAS(2427) | Help Desk Email: BGASHelpDesk@samh
Website: 16.5.0.0, 9/9/2015 11:53 PM; Database: BGASUATDB001.BGASUAT, v08.05.00 each page.

Welcome to WebBGAS

Adobe™ PDF and M5 Office™ files require viewer progi to properly
read them. Click here to download these FREE programs now.

The “Support” section of WebBGAS allows you to create a support ticket to submit to the Help Desk
and provides access to materials such as frequently asked questions (FAQs) and posted training
materials. You can access these sections of the Support Page by clicking the tabs in the left
navigation pane (circled in red below).

‘Welcome back. Mike! | Help | Log out

Qu Appicaton for SAMHSA Block Grarts and ‘ News | Apphcation Dashboard | Print Queue | State Profile | Reports User Management

Projects for Asaistance in Transition hiom Homelessriess Grants

Support

Are you having issues with the application? Please review our FAQs. You may aiso submit a help desk request using the Create Support Ticket link in the
navigation menu.

Copyright @ 2011 SAMHSA All rights reserved (‘ e
Privacy | Disclaimer | FOIA | SPO List | State Contact List C jealth & .

- Ao 5 AQmunsst
Heip Desk Number: 1-888-301-BGAS{2427) | Help Desk Ema‘l: BG hhs.gov } Substance Abuse and Mets! Health Serncos wbon
Website: v8.4.0.0, 8/11/2015 2:49 PM; Database: BGASUATDEO0L 5GISUA" v05.04.00

Adobe™ PDF and MS Office™ files require viewer to
read them. Click here to download these FREE programs now.
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Create Support Ticket

Clicking the “Create Support Ticket” tab directs you to the Create Support Ticket Page
shown below.

You can enter your information and a detailed explanation of the problem and then click
“Submit.”

The support ticket will be sent directly to the WebBGAS Help Desk staff who will respond
to your question in a timely manner.

You will also receive an email confirming the ticket has been submitted to the Help Desk.

Clicking “FAQs” directs you to a list of questions that are frequently asked by users of the
WebBGAS.

If you see a question listed you want answered, simply click on that question and the
answer will be displayed.

e

Weicome back, Mike! | Help | Log out

). EE BGAS le Application Dashboard I Print Queue | State Profile I Reports = User Management l

Applicaton for SAMHEA Block Grants and
Projcts kor Assistance in Tranastion from Homelessness Grants

Create Support Ticket Create Support Ticket

FAQs

Use this form to submit 2 help desk ticket for support. We will contact you as soon a5 we can with a resclution for your issue.

Name:
Email Address:
Subject:

Detain

| Submit || Reset |

This support ticket is designed to provide a pathway for you to contact the BGAS Help Desk of any issues/questions you may have in use of the WebBGAS
application.

The WebBGAS support ticket does not request nor collect personally identifiable information {PX) other than your basic contact information for
communications purposes. SAMHSA strongly suggests that you do not disclose any PII in this ticket. Any Pl you chose to provide is protected by security
controis congistent with the HHS Information Security and Privacy Policy and Mational Institutes of Standards and Technology and Office of Management
and Budget guidance.
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= Clicking “FAQs” directs you to a list of questions that are frequently asked by users of the
WebBGAS.

= |f you see a question listed you want answered, simply click on that question and the
answer will be displayed.

Welcome back, Mike! | Help | Log out

Appicaton far SAMHSA Block Grants and | News | Application Dashboard | Print Queue | State Profile | Reports H User Management ‘
Projects for n Transition kom

FAQs

General

Can Web BGAS process OFFICE 2007 Files?
‘What are the System Requirements?
Can more than one user log into Web BGAS at the same time?

Printing

Will state users be able to print the Entire Application without making a request to the BGAS Helpdesk?

State Project Officers

‘Who is my State Project Officer at SAMHSA?

Entering Data

‘What is the correct way to enter numbers on the forms?

Is there any way to spellcheck what is entered into WebBGAS?
Importing Data

Can  import data into the application from a spreadsheet?
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Training

Any training materials that have been posted to the system will be found in the
“Training” section.

Documents such as the system navigation manual as well as online demonstrations can
be found here.

SAMHSA Block Grants

3‘,;‘-";:; '}";‘ws‘ﬁ‘;‘ mn;%r{‘;u;';;nﬁgms [ Mews | Application Dashboard | Print Queus | Reports | State Profile User Management
Protection and Advocacy for Individuals with Mental liness Grants

Craate Support Ticket Training

FAQs

Training BGAS Demo

Please save the files below to your PC/laptop by right clicking on the link and selecting “Save As™ in order to be able view the manual(s) when
not logged into WebBGAS.

State Mavigation Manual

2016-2017 SABG & MHEG Mavigation Manual

2016-2017 Synar Mavigation Manual

2017 State Grantees Opioid STR Navigation Manual

2017 State Grantee Opioid STR End Year Navigation Manual
State Application Tutorials

‘What’s Mew in the 2018 Plan

SAMHSA Navigation Manual
2016-2017 SABG Mavigation Manual
2016-2017 MHEG Mavigation Manual
2016-2017 Synar Mavigation Manual
PATH Application Tutorials
State Users PATH Application Tutorial
SAMHSA Users PATH Application Tutorial
IUP Providers PATH Application Tutarial
PAIMI Application Tutorials
Grantee PAIMI Application Tutorial
2017 PAIMI Program Performance Report (PPR) Tutorial

WebBGAS Navigation Manual for SAMHSA Substance Abuse Block Grant Users, Page 46



Troubleshooting

Forgotten Username or Password

At the login page, notice the “Forgot Password?” and “Forgot Username?” links.
Click these links if you have forgotten your username or password.

%)

wesBGAS

Application for BAMHEA Block Grants and

Promets for Assntance in Transition from Homelessness Grants

WebBGAS

WARNING: UNAUTHORIZED ACCESS

WARNING: COMPUTER USAGE

WARNING: SENSITIVE INFORMATION

Do not file sensitive information {e.g., information ¢

Unauthorized access to this United States Governmant Computer System and software is prohibitad by
Title 18 United States Code, Section 1030, fraud and related activity in connection with computers.

The Standards of Ethical Conduct for the Empioyees
parmit the use of government proparty, including cof

Click these links if you
have forgotten your
username or password.

Usemama:

Password:

—

WS,

WARNING: RETENTION OF RECORDS

aliows unauthorized persons to access the information. Information submitted are also governed by HIPAA

Documents that you create electronically, including efectronic mail, may be govemned by the Federal
Records Act (Title 44 United States Code 3314 just as hard-copy records can be. Do not destroy electronic
records that are subject 1o the Act except pursuant 10 an approved records disposition schedule.

Need Assistance?

FUNDING REQUESTS: If you are seeking individual behavioral health services or funding for your organization, please contact your local state health agency for assistance.

Copyright © 2011 SAMHSA All rights reserved

Privacy | Disclaimer | FOLA | SPO List | State Contact List

Help Desk Number: 1.888.301.BGAS(2427) | Help Desk Emal: BGASHelpDeski@samhsa.hhs.gov
Website: v84.0.0, 8/11/2015 2:49 PM; Database: BGASUATDBO0LBGASUAT, v08.04.00

Adobe™ PDF and MS Office™ formatted files require software viewer programs to properly

read them. Click here to d load these FREE p

now.

Please login below:

Please enter

If you need any heip with the use of this application, you can

Email Us, enter a support ticket from our Help Desk Page
or contact our support desk at the number beiow.

Contact us Now at: 1-888-301-BGAS(2427)

3 username

< Forgot Pamlﬂﬁor'got U;emarnei.)
a3 new .

SAMHSA

Substance Abuse and Mental Health Services Admemsstrabon
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Forgotten Password

After selecting “Forgot Password,” you will be directed to following screen:

Gl 1eBo0s

Fropcts for Assistance in Tranaftion from Homelessness Geants

Logih Mane: C )* 1) Enter your username here
Forgot user name? Cance

’

2) Click "Submit". An email
will be sent with a temporary
password to the email

address associated with
your username.

Copyright © 2011 SAMHSA Al rights reserved f nited States Departrent of 5 4 44 5 4
Privacy | Disclaimer | FOIA | SPO List | State Contact List *\C L S i o Shiiai I‘:{Zm,, Sl Thalil Darwias Admanbirakon
Help Desk Number: 1-888-301-BGAS(2427) | Help Desk Emait: BGASHelpDesk@samhsa.hhs.gov o< S iy

Website: v8.4.0.0, 8/11/2015 2449 PM; Database: BGASUATDBOOL.BGASUAT, v08.04.00

Adobe™ PDF and MS Office™ formatted files require software viewer programs to properly
read them. Click here to d load these FREE now.

After selecting “Forgot Password,” enter your username and then click the “Submit” button.

= An email with a temporary password will then be sent to the email address
associated with your username.

= Next, log in to WebBGAS using your username and temporary password. The
temporary password is valid for 24 hours. You will be prompted to change your
password to one that you can easily remember as long as the new password meets
the following criteria:

» Is at least 8 characters in length
» Contains 3 of the following 4:

v Upper case letter

v Lower case letter

v" Number

v Special Character (ex. %, S, or !)

= The new password cannot be any of the three most recently used passwords.

= |f you have a failed login three or more times the system will lock you out. To unlock
your account, contact the WebBGAS Help Desk Team.
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Forgotten Username

After selecting the “Forgot Username?” link, you will be directed to following screen:

= After selecting the “Forgot Username?”link, enter your email address and then click the
“Submit” button.

= An email with your username will then be sent to the email address associated with
your WebBGAS account.

@&) wesBGAS

Applcatan for SAMHSA B
Brime A

nts and

or Assistance in Tran n from Homelessness Gran

address here
Forgot password? : 9 ncel

2) Click Submit. An email
will be sent with your
username to the email
address associated with

your account.
Copyright © 2011 SAMHSA All rights reserved f: nibed States Dop
Privacy | Disclaimer | FOIA | SPO List | State Contact List (... R, A o £ Mﬁwm PR R D ek
Help Desk Number: 1.885-301-BGAS{2427) | Help Desk Email: BGASHelpDesk@samhsa.hhs.gov 5" : : tasdmcn - i

Website: v8.4.0.0, 8/11/2015 2:45 PM; Database: BGASUATDBOO1.BGASUAT, v08.04.00

Adobe™ PDF and M5 Office™ formatted files require software viewer programs to properly
read them. Click here to download these FREE programs now.

HELPFUL TIP:

If you are having problems with your new password, and if you are copying and
pasting your password from the WebBGAS email, you may be pasting an extra
space after the password. Examine to see if you need to delete an extra space
after pasting your temporary password.
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